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Entry Instructions for PRES Program DP126, Thrift
Savings Plan Catch-Up Election Form

Instructions for entering data through PRES Program DP126 are provided below:

To enter a Thrift Savings Plan (TSP) catch-up transaction in PRES:

1. At the PRES Menu, type 126  in the Document Type/Next Page  field and press [Enter] .
The Thrift Savings Plan Catch-Up Election Form screen (Figure 1 ) is displayed.

  DP12601M            THRIFT SAVINGS PLAN CATCH-UP ELECTION FORM          XX/XX/XX
   OPER INITIALS      FUNCTION
   DEPT/AGENCY CODE           POI          SSNO
   EFF PAY PERIOD      PAY PERIOD YR       NEXT DOCUMENT TYPE
  CLR=EXIT PF1=MENU PF5=HELP PF10=REFRESH PF11=DOC TYPE PF12=STATUS
 *******************************************************************************
   NAME LAST                    FIRST               MIDDLE

   PLACE AN (*) NEXT TO SECTION DESIRED
     I-ENROLLING
     II-CHANGING CONTRIBUTION
     III-STOPPING YOUR CONTRIBUTION

   SECTION II
   
     CONTRIBUTION AMOUNT

                                                                    STATUS
 DC904860 KEY IN REQUIRED DATA AND PRESS ENTER

Figure 1. Thrift Savings Plan Catch-Up Election Form screen

2. Complete the key fields as indicated in the PRES procedure.

3. Complete the remaining fields as described below:

Place An (*) Next To
Section Desired
I-Enrolling
II-Changing Contribution
III-Stopping Your
Contribution

Required, numeric, 1 position

Type an asterisk (*) next to the type of action to be taken.

Section II: The amount to be deducted each pay period.

Contribution Amount Required, numeric, 4 positions

Type the amount to be deducted each pay period in whole dollars
(e.g., to enter $50.00, type 0050 ).
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Status Required, alpha, 1 position

Type the status code. Valid values are:

R release

H hold

I incomplete

4. After completing the fields, press [Enter] . If the data passes system edits, the message
Document Successfully Added is displayed.
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Entry Instructions for EPIC Program EI9001, Thrift
Savings Plan Catchup Form

Instructions for entering data through EPIC Program EI9001 are provided below:

To enter a Thrift Savings Plan (TSP) catch-up transaction in EPIC:

1. At the EPIC Navigation window, select Payroll Document  from the New Document
Menu. An alphabetical list appears. Select Federal Benefit > Thrift Saving Plan Catchup .
At the menu bar select, Edit > Add New Document . The Thrift Savings Plan Catchup
Form window (Figure 2 ) is displayed.

Figure 2. Thrift Savings Plan Catchup Form window

2. Complete the key fields as indicated in the EPIC procedure.

3. Complete the remaining fields as described below:

Type of Election Required, numeric, 1 position

If the employee is enrolling in TSP catch-up, click the New
Enrollment  radio button. If the employee is changing their TSP
catch-up contributions, click the Change Contributions  radio button.
If the employee is cancelling their TSP catch-up contributions, click
the Stop Contributions  radio button.
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Dollar Amount Required, numeric, 4 positions.

Type the amount to be deducted each pay period in whole dollars
(e.g., to enter $50.00, type 0050 ).

Status Required, alpha, 1 position

Type the status code. Valid values are:

R release

H hold

I incomplete

4. After completing the fields, select File > Save . When the Save Changes pop-up
appears, click [Yes]  to save the entries and edit the document; click [No]  to exit the
window and not save the entries; or click [Cancel]  to reopen the window.
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